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9 November 1949 -
Being referred to Executive

for separate aotion.

MEMORANDUM FOR: Assistant Direotor for Collection end Dissemination
Chief, Inspection and Security Staff
Budget Officer
Manegement Officer
Chief, Administrative Staff
Chief, Services Division, Administrative Staff
Chief, Fiscal Division, Administrative Staff
Chief, Special Support Staff

SUBJECT s Purchase of Books and Periodicalse

l, Menagement surveys of the Librery, 0CD, and the Procurement
Section, Services Division, Administrative Staff, have disclosed that’
the procedures employed in the ordering and purchase of beooks and peri-
odicels are cumbersome, time-consuming, and expensive.

8 Domestic purchases = Purchase from meny deaslers, which
entails advertising each book for bid, consumes much time end
manpower in the Library, Services, and Fiscel Divisions.

be PForeign purchases - State Department service is slow
and inedequate. It is practically impossible to sccount for
Agenoy moneys expended by the State Department in book purchases.

20 A& member of your staff will be appointed to serve on an ad hoe
Committee whioch will consider the total problem and develop recommendations
together with implementing procedures. In addition to formmleting new
approaches to this problem, it is asked that the Committee determine the
feasibility of the following suggestions for improvement of this activity:

e The procurement and recelving tesks in book purchases

now belng performed in Services Division be transferred to the
Iibrery, OCD.

be The utilization of the newly~designed purchase order as
requisition, purchase order, and receiving instrument.

6e A contraot be let for the purchese of books obtainable
in this countrye Approximstely seventy per cent of purchases
could be handled through such a contract. The invitation to
bid end the contract could specify: mark-up, bonus for per-
formanoe, number of sources to be searched, the coverage of
the sources, and ability to work within security restrictions.
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d. Establish e new foreign proourement channel by endowing
s private institution or by security-clearing snd establishing
contaot through a private dealer with foreign purchase connestionse

os The periodical contract being drawn inolude a provision
for adding and subtraoting periodicals as CIA needs change. 25X1A7b

25X1A7b f. Authority be delegated to the overseas stations of the

to purchase their
own foreign books and to maintain thelr own acocountability for
such books.

, ge A petty oash fund with a minimum of no less than $30.00
per month be established in the Library for quick open market
purchase of needed books, periodicals, and pamphlets.

he The Agenoy establish an account with the Government
Printing 0ffice to faoilitate telsphone ordering and lmmediate
delivery of Government publications.

i, A policy be esteblished as to length of time orders

should remain open and when stops should be teken to cancel
overdus orders,

3+ Chairmanship of the Committes will be wested in the OCD member.
You are requested to forward your nominations for the Committee to the
Assistant Direotor for Colleotion and Dissemination, who will be responsi-
ble to report the findings and recommendations of the Committee to the
Executive through the Management Officer. He will also be responsible for
dissolving this ad hoc Committee when oorrective aotlon hes been accomplished.
The Committee will be required to coordinate with end obtain appropriste con=-
ourrences from other intereated segments of the Agency as recommendations are
developed by the Committee. It is asked that your Committee appointees be
given the authority to act for you in concurring to eny decisions reached by
the Committee and have your permission to work with other members of your
staff in implementing Committee suggestilons.

m 25X1A9a
saptain,

Exeoutive
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Oﬂice Memorandum - UNITED STATES GOVERNMENT

TO

.

lianagement Officer ' DATE: 10 October 1949

FROM : Dxecutive Assistent Director, OCD.

SUBJECT: Revision of the CCD Table of Orgenizatiomn.

Ref. A: Hemo. from Hanagement Office through Assistant Director, 0CD, to the
Executive, dated 14 September 1949, Subject: Records Management

Progrem for CIA.

1. 1In accordance with the CIA Records Menegement Program outlined in
Reference A and subsequently apvroved by the Executive, representatives of
the Venagement Staff and 0CD have re-exemined the organization, position,
ard grade requirements of the Archives Branch, CIA Librery. It is believed
thet the duties recuired can be accomplished without increase in the
Tahle of Orgeniszetion for the Library Division, but certain changes in
organizational structure and in tyves and level of position will be required.

!

2. The following organizotionel changes are recomrmendec:

a. That the Archives Branch, CIA Librery, be designated
as the Records Hanagement Branch, CIA Librery, 0CD.

b. That the Document Processing Section (formerly the
Information Distribution Section), Top Secret Section, and
the Records and Files Section (formerly the Administrative
Records Section) (in keeping with cormon usage) be recon-
stituted as a branch and renamed the Central Records Branch.
c. That the Records and Files Sectiorn hes added responsibll-
ities as follows:

(1) Meintenance of stocks of ~produced intelligence
and information reports classified below Top Secret, anc

it 0

naking supplemental distribution of copies as authorized.

(2) Operation of records storage areas, ilncluding a
Recorcs Center and Archives for records of limited need or
enduring value which may eventually be oifered for trensier
to the Hational Archives.

3. To implement the Records lanagement Program and provide for the
insctive records storage overations, it is requested that the Table of

sanization for the CIA Librery be revised as follows:

%
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Attachment A:

Attachment B:

»

Records lManagement Branch

Records lisnagement Officer

_Asst. (Records Henagement Anslyst)
Microfilm Analyst

Records Menagement Analyst
Records Menagement Analyst
Secretary

PN TN TN ST TN TN
1 g
T N S N N

Central Records Branch
(1) Chief = (Formerly Chief, IDD)
‘Document Processing Section

(1) Head - (Formerly Assistant Chief, IDD)
(Present T/0 of IDD consisting of
Processing Section

Digtribution Section

Incoming and Dispatch Section)

Top Secret Section

(1) Head
(1) Clerk
(2) Clerk

Records aﬁd Files Section

(1) Head

1) Records Center Head

%13 Clerk (current records)

(2) Records Clerk (non-current)

(1) Supplemental Distribution Clerk

(1)

Clerk Typist

CAF-13
CAF=-12
CAF=-11%
CAF=Q
CAF=T
CAF=-/

*(To be allocated
at CAF=9 pending
classification

CAF=11%*desk audit)

Ci&}‘ﬁ-g

CAF= Q%
CAF=5
CAT=/,

*%(To be allocated
at CAF=-7 pend-
ing classifica=

CAF=7  tion Besk audit)
CiF=5
CAF=/,
CAF=/,
CAF=4
CAF=3

Brief description of the duties of the proposed

Records lanagement Branch, CIA Library

Brief description of the duties of the proposed
Records and Files Section, Centrsl Records Branch,

CiA Librery.

Sanitized - Approved For ReIGJEgRWRDP57-OOO42AOOO100080022-7



Sanitized - Approvead For R%mflA-RDPS?-OOO&;AOOM00080022-7

ATTACHMENT A: DBrief description of the duties of the proposed
Records MHanagement Brench, CIA Library.

1. CAF-13 = CIA Records Officer or Chief, Records Management Division

Job title: Organization and Methods fxaminer (Records
Hanagement Officer)

Ta o X ’ KR 2 . e o - 1.
Recorég ﬁgﬁﬁggﬁéﬁ ePﬁSErgﬁei%eXi%°E@? fo%gdo%m%%gmsgk%%éfnlgﬁei%g-
gence Agency, both headquerters and field. Defines the scope of
portions of the program and secures agreement of various ofTices
served as to the menner of implementing the program throughout the
divergent activities of each office. Develops and secures agree-
ments on policies and procedures for conduct of phases of the
Records llanagement Program. Serves as the CIA Archivist and as the
CI4 Lialson with the National Archives., Advises on the developnent
of procedures for the downgrading of classified documents.

2. GCAF=12 - Assisgtant Chief

Job title: Organization and liethods Examiner (Records
A P
i'anagement Officer)

verves as full assistent to the Records Administrator, acting
for him in his absence. Is responsible for developing or assisting
in the development of broad programs for the management of records
on an agency-wide basis. Devises means for the implementation of
policies and programs for records management. Conducis major
records management analyses., Develops and conducts training
-courses for records analysts and records officers. Establishes
policies and procedures for the operation of the CIA Archives o
preserve records of enduring value and of the Records Center for
the care and disposal of records having value for a limited period,

J. CAF=11 = Hicrofilm Analyst

Job title: Organization and liethods Examiner (Records
llanagenent Analyst)

Responsible for determination of the need for microfilming
projects throughout CIA to provide: Eag for security of vital
and permenently valuable documents, (b) for reduction in the costs
and inerease in the specd of processing documents, and (c) for
reduction of costs of storage of documents. Develops systens and
procedures for microfilming projects including arraggement and
indexing of documents and provides technical advice on the care
of photographic records to insure that all such records are nroperly
preserved to serve the requirements of future research.
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Lo CAF-9 - Records Analyst

Job title: Organization and Methods Examiner (Records
Management Analyst)

Responsible for planning and developing procedures for specifie
aspects of the records management program, Concerns himself with
current records mansgement matters including the development of
filing systems, standards for and proper use of filing equipment
end supplies and procedures for the operation of offices of record,
and suggests modifications of procedures which would promote
efficiency in the preparation of records, Makes current records
manggement surveys. Develops and conducts training courses for
records officers and clerks. Directs and assists in the installa-
tion of revised records systems and procedures,.

5. CAF-9 ~ Records Analyst

Job title: Organization and Methods Examiner (Records
Management Analyvst)

Responsible for planning and developing procedures for specific
aspects of the records msnagement program, Concerns himself with
non=current records problems. Develops procedures for the inven-
torying of records and devises necessary control records for the
systematic handling of semimctive and inactive records in the CIA
Archives and Records Center, Conducts records msnagement analyses
to determine the value of file series, o eliminate unnecessary
duplication of files, to suggest modifications of procedures which
would promote efficiency in the preparation of records, and to
develop records retention and desposal schedules and disposal lists
for the reduction of volume of pecords stored. Conducts researches
in the CIA Archives and Records Center and directs searches in the
Naticnal Archives or other records organizations. Gives technical
or professional srchival guidance to clerks in the arrangement of
documents and other duties -in the CIA Archives and Records Center.

6. CAF-7 ~ Records Analyst

Job title: Organization and Methods Examiner (Records
Management Analyst)

Assists analysts of higher grade in conducting records manage-
ment surveys of all types. Works independently in simpler assign-
ments and on phases of larger assignments., Is responsible for
devising specific procedures to be followed., Assists in the or-
ganization of files and in the conduct of researches as necessary.

-2
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7. CAF=4 = Secretary

Serves as secretary to Division Chief and Assistant Chief.
Performs general clerical duties for the Division, including
keeping of personnel and property records and maintenance of
necessary files of forms, records surveys, report and working

papers.
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" ATTACHMENT B: Brief description of the duties of the proposed Records
and Files Section, Informetion Distribution Branch, 0CD

1. CAF-7 = Head
Job title: Records Assistant

Is responsible for the central control of all interasency
administrative records and for intra=~agency records concerning
major matters of policy and procedure. Develops procedures for
the receipt, recording, filing, use, and dispatch of current
adninistrative records. Serves as the office of record for the
Director of Central Intelligence, for the executive offices of
the Director, and for records covering policy and major matters
of procedure for Assistant Directors of Offices and Staff Chiefs.

Directs the operations of a CIA Records Center and Archives.
Receives and mekes supplemental distributions of all CIA=-produced
intelligence reports classified below Top Secret. Receives and
mekes supplementel distributions of all CIA administrative
issuances.

™
.

CAF=5 = Records Center, Head
Job title: Records Clerk

Operates the CIA Records Cenber containing all semiactive and
inactive records of value for a limited period, and the CIA
Archives for inactive records of permanent value. Is responsible
for the preparation of necessary control records for the systenmatic
arcvangement and storage of valuvable records and of copies of docu-
ments for subsequent distribution. Directs and assists in the work
of sepregating and destroying records as directed by the Records
lianagement Staff.

3. GCAF=/ = Records Clerk (2)
Job title: Records Clerk

_ Perforn the routines within the Records Center and Archives
of receipt, recording, arranging, labelling, and packaging of non-
current documents and records. Destroy records as directed.
Direct laborers in handling records coming into, leaving, or re-

" arranged within storage areas. Assist records persomnel in any
office of CIA, on assignment, in arranging records to facilitate
use and eventual retirement.

-1-
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4o CAF-/ - Clerk (Current Records) (1)
Job title: Clerk

Perform roubtines of receipt, recording,’dispatch, and filing
of administrative records of current value, Make searches in files
for documents requested. Segregate non~current records for storage.
Maintain files of indexes. Assist in preparing control records.

L]

5+ CAF-/ - Supplemental Distribution Clerk

Job title: Clerk
Responsible for all steps in the control of copies of intel-

ligence or information reports, including receipt, maintenance of
complete inventory records, arranging for f£iling, filing of infor-
mation reports and the "limited stock" collection of finished
intelligence reports, searching for coples as requested, mbking
authorized distributions, and directing the disposal of stocks
no longer required.

6. CAF=3 - Clerk-Typist
Job title: Clerk-Typist

Performs general typing and clerical duties. Types index
cards, records disposal forms, and inventory records.

-2~
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ZORANDULI TO: Chief, Coordination, Operations and Planning Staff

FROL: - lienagenent Officer
SUBJECT s Dissemination and Storaze of Basic Intellizence

1. The current survey of the 00D ILibrary has disclosed serious
problems relating to the dissemination and storage of basic intelligence

2., Threec major problems have been identified which reculre the
assigtance of your Staff.

a. CIA assumed regponsibility for the remaining stock of
JANIS publications, An agreement now exists wnerebv eoch of

the four IAC agencies are to svore one-fifth of this stock.

ty is svorage only, and if any of
ation, thev must come to CI4 where
list are employed. °

However, thelr responsibili-
ther wish further dissemin

N

the standard supolenental
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b. Apvroximately 1,100 copies of all basic intellizence
issuances are printed. These include all I'TS studies and all
azebecrs. Apnroxinetely 500 copies are retained in supplemental
stock. In addjtlon, approximately 15 coples are sporadilcally
returned to CIA within a few months after issuance. This

arge gsvock is causing a serious storage and maintensnce problen.
The expense lo the &oancy in initial printing, in providing
storage space, in returning copies to stock, and in inventorying
the stock periodically is considerable.

c. esplte the fact that the funcitional statenents of the
Agency give full cognizance over the dissemination of basic
materials to OCD, this function has been, thus far, exclusively
exercised by Natlonal Intelliience Survey D*vision, Ois. The
uuoolomenba] distribution clerk nust report Lo NISD, ORE, all
revurng of basic inbtelligence and must obltain permnlssion from
WISD, ORi, for action on all supplenmental distribution requests.
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3. It is
with OCD and th
the following

NISD, ORia, negOulaue with the I.0 agencies to achleve

ceated that the Coordinatving Staff in conjunciion
(;1
tance from the IAC:

S
ne

.
as8ls

U]

a. He-determination of actual innediate gquantitative necd
of each I4i0 agency for currently-produced basic intelligence,

b. A4 statenent as to the manbers of copies of basi

c
issuances thet each L0 agency will require for supnlenmente
ion in case of continued paace and in cvent of hosuvilitv
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¢. Agreement from each IAC agency to accept, stock, disseminate,
and dispose of the total copies it will need for distribution as
set forth in a. and b. above,

de A determination of the total number of copies of the NIS
and gazeteers which should be initially printed, disseminated,
and sbtocked,

e. Agreement from the IAC to accept, stock, disseminate,
and dispose of its one-fifth share of JANIS documents.

Le It is also suggested that the Coordinating Staff effect an
agrecnent between OCD and the National Intelligence Survey Division,

CRE, whereby the assigned functional responsibilities of 0CD for
dissemination will be carried out.

25X1A%9a

COHCUR:

Assistant Director, 0CD,

Neieend os teeeled .
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